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A manifest is a shipping paper that tracks hazardous waste from where it is generated to the facility where
it is treated, stored or disposed. Small and Large Quantity hazardous waste Generators are required under
Wisconsin Administrative Code, Chapter NR 615 to use a manifest when shipping hazardous waste off-
site. Very Small Quantity Generators may use a manifest, but are not required to do so. Anyone who does
uses a manifest must make sure it is completed accurately and includes an EPA ID number (see below).

Waste is hazardous if it is listed as a hazardous waste, or displays any of the four hazardous waste
characteristics: ignitable, corrosive, reactive and toxicity. There is a fact sheet titled "What is Hazardous
Waste" (PUBL WA-106 97) that explains this in more detail. Call 608/267-9700 or your regional DNR
waste program assistant (see attached map) for a copy.

Hazardous waste is usually handled by three parties: generators, transporters and designated treatment,
storage or disposal facilities (TSD). All three parties are legally responsible for completing certain parts of
the hazardous waste manifest.

Who Uses a Manifest?

All generators producing more than 100 kilograms (220 Ibs.) of hazardous waste per month, or
accumulating more than 1,000 kilograms (2,200 1bs.) at any one time, must fill out a manifest form when
shipping their hazardous waste for off-site storage, treatment, disposal or recycling. In addition, the
manifest form must be used for the shipment of polychlorinated biphenyls (PCBs). The hazardous waste
generator is responsible for completing the manifest form before transporting waste. Failure to comply
with this requirement or other hazardous waste regulations is a violation and may result in penalties.

Generators who produce less hazardous waste than the prescribed amounts listed above may choose to
manifest their waste because they want proof of the shipment to document compliance. In some cases, the
facility receiving the waste may request that the manifest be used, even though it is not required by law.
Very Small Quantity Generators who choose to use the manifest must notify DNR and obtain an EPA ID
number. If you're shipping only non-hazardous waste you should not use the manifest.

Where to Get Manifests

Wisconsin hazardous waste manifest forms are available from the waste management program at all DNR
regional offices (see attached map). It is the generator's responsibility to obtain the manifest form. If you
are shipping your hazardous waste out of state, you must obtain a manifest form from that state's
environmental regulatory agency. The state you are shipping your waste to is the consignment state. If that
state has no manifest of its own, use the Wisconsin manifest. If your transporter provides the manifest,
make sure it is from the state where your waste is being shipped.
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How to Fill It Out

The manifest form (Figure 1) is divided into three separate sections that must be filled out by the
generator, transporter and designated facility. Step-by-step instructions are printed on the back of the
manifest. However, you should note several things:

Generators

¢ Make sure to fill in one hazardous waste number in Box I.

¢ If the transporter completes the generator section for the generator, the generator must
review this section for accuracy.

¢ Box J is for listing things such as additional waste codes and alternative measurement units
(for example, volume instead of weight).

¢ Note that Line 16 indicates that upon signing the manifest, a Large Quantity hazardous waste

Generator must certify its company has a hazardous waste minimization program in place.

Facilities
¢ In Item 19, indicate any discrepancy in the amount or type of waste originally shipped. Also,
indicate any necessary corrections.

All

* Fill in EPA identification number(s). The Department of Natural Resources issues an
identification number to Wisconsin generators, transporters and designated facilities handling
hazardous waste. Contact your DNR Region's Waste Management Program Assistant (see
attached map) or call 608/266-2111 to obtain an EPA notification form and a copy of the fact
sheet "EPA Identification Number: for Hazardous Waste and Used Oil Activities" (PUBL
WA-101 97).

¢ Don't change the number in Box A. Each manifest form has a unique document number
indicated in red in this box.

* Type the information on the form or print legibly.

Common Errors and How To Correct Them
Sign and Date. The generator, transporter and designated facility must sign and date the manifest.

Measurements. Use only one unit of measurement per waste listed. For example, list the waste in
pounds or in gallons.

Waste Number. Use only one hazardous waste number code per waste you list in Box 1.

Transporter. Make sure the transporter hauling your hazardous waste is licensed by the DNR to
haul hazardous waste. To check this, call your DNR regional office. It is a violation and there are
penalties for both the generator and transporter if the hazardous waste is transported in Wisconsin
without a DNR license. Hazardous waste transporters must comply with the manifest requirements
of s. NR 620.08, Wis. Adm. Code.
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Common Errors and How To Correct Them (continued)
Transporter Situations.

¢

A generator may deal with two transporters to get the hazardous waste to a designated
facility. This means that each transporter must have its own separate EPA ID number. In
this case, both transporter companies must include their name and ID number on the
manifest. Both must sign the manifest, as well.

A generator may deal with two drivers from the same transporter company. These two

drivers are considered one transporter. In this situation, only one driver has to sign and
date the manifest form and fill in one ID number. However, if it is company policy that
each driver sign the manifest form, then each driver must enter the company's EPA ID
number even though it is the same number for each driver.

What to Do With The Completed Form
Each Wisconsin manifest form contains six copies. At the bottom of each copy is a statement, printed
in red, indicating what to do with that particular copy.

Here's what happens to the manifest:

1.

e

Nk Ww

When the transporter picks up the waste from the generator, both sign the manifest.
The generator keeps copy 2 of the manifest and sends copy 1 to the Wisconsin DNR
address noted on the manifest.

The transporter takes the rest of the copies (3-6).

When the transporter delivers the waste to the facility, the facility signs the manifest.
The transporter keeps copy 6.

The facility keeps copy 4.

The facility sends copy 5 to the generator notifying him/her the waste that has been
received.

The facility sends copy 3 of the manifest to the Wisconsin DNR, or to the environmental
regulatory agency in the state where the facility is located.

**Waste Sent To Another State. Wisconsin generators shipping hazardous waste to another state
must send a photocopy of the manifest with their receiving facility's signature to the Wisconsin
DNR. The photocopy should be sent to: Wisconsin DNR, Bureau of Waste Management, Box
8094, Madison, WI 53708. Do this even if it is another state's manifest form.

What DNR does With the Manifest Forms
The DNR maintains a large database from information provided on the manifest form. This
information helps the DNR:

¢

Keep track of hazardous waste shipments to ensure hazardous waste is safely handled, and
it is being sent to facilities that have approval to manage hazardous waste.

Determine Wisconsin's hazardous waste capacity needs and study hazardous waste trends
in the state.

Enforce hazardous waste regulatory laws.

Keep a cradle-to-grave record of all hazardous waste shipped in Wisconsin to help prevent
anonymous dumping, human health threats and environmental damage.

Report required information about the quantity and type of hazardous waste produced in
Wisconsin to EPA every two years. The EPA uses this information to study national
hazardous waste capacity limits, and inform congress of how hazardous wastes are
managed.
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Transportation

Any hazardous waste defined by Wisconsin Department of Transportation (DOT) regulations to be a
"hazardous material" for any reason must be transported in compliance with all Wisconsin DOT and
U.S. DOT requirements for hazardous materials.

Questions?

Call your DNR Regional waste management program (see attached map) if you have additional
questions or consult the NR 600 series, Wisconsin Administrative Code. You may also want to
check on DNR’s web site at http://www.dnr.state.wi.us or contact your regional waste management
program or DNR’s Bureau of Cooperative Environmental Assistance at 608/267-9700 for a list of
other publications that might be of interest. Copies of Wisconsin statutes and administrative rules
can be purchased from Wisconsin Department of Administration, Document Sales and Distribution,
P.O. Box 7840, Madison, WI 53707-7840 or call 608/266-3358. Wisconsin State statutes and some
administrative rules are also on the Revisor of Statutes Bureau’s world wide web site:
http://www.legis.state.wi.us/rsb/stats.html.

Disclaimer: This fact sheet is not intended as a substitute for the statutes and rules that apply.
Rather, it is a brief summary of the topic. Please consult Wisconsin’s statutes and administrative
rules for detailed information.

Note: DNR provides equal opportunity in employment, programs, services and functions under an
Affirmative Action Plan. This document is available in alternative format upon request. Call the
Bureau of Waste Management at 608/266-2111 for information about alternative formats.

Source: LAP/WA102.DOC
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